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JANITORIAL SPECIFICATIONS




SCOPE OF WORK:
FREQUENCY OF SERVICE

Main Entrance Lobby:




Vacuum entire carpet area & 

Hi-speed buff all marble.


Daily

All glass at entry doors, fixed glass panels surrounding entry ways and directory board shall be cleaned nightly.


Daily

High dust all wall surfaces, soffits, electrical fixtures, air conditioning outlets (supply and return).


Quarterly

All surfaces of the lobby will be thoroughly cleaned nightly including furniture and bright work, i.e. brass, chrome)


Daily

All trash receptacles (inside and outside) and cigarette urns (interior) shall be cleaned nightly.


Daily

All rain mats are to be thoroughly cleaned nightly if used during the day.


As Required







SCOPE OF WORK:
FREQUENCY OF SERVICE

Elevators:




Clean cab doors, door frames, and directional lights at lobbies.


Daily

Interior wall surfaces of cabs, selector panels, bases, rails and floor indicator panels are to be cleaned nightly.


Daily

Interior carpets are to be vacuumed nightly and spot cleaned as required.


Daily

Door tracks are to be vacuumed.


Daily

Stairwells and landings will be swept, dusted. They will be wet mopped as needed.  Handrails will be dusted.


Weekly

Police stairwells


Daily

Drinking fountains are to be cleaned, sanitized and polished.


Daily




General Office Area:





All marble floor surfaces to be high speed buffed.        


As needed




General Office Area (cont.):
FREQUENCY OF SERVICE




Resilient floor surfaces are to be damp mopped and spray buffed.


As needed

Resilient surfaces are to be machine stripped and refinished as required, but not less than twice yearly.


Twice yearly

Carpet areas are to be vacuumed and spot cleaned as required.


Daily

Hand dust and wipe clean all furniture, file cabinets, fixtures, window sills, connector enclosure tops and wash said sills and tops if necessary.


Daily

Dust and sanitize all telephones.


Weekly

Dust all chair rails, trim, etc.


Weekly

Empty and clean all waste receptacles and remove wastepaper and waste materials.


Daily

Replace trash liners. 


Weekly or as needed



Spot clean all glass furniture and all interior partition glass (including glass doors).


Daily




General Office Area (cont.):
FREQUENCY OF SERVICE




Wipe clean all bright work.


Daily

Adjust venetian blinds to uniform standard, as directed.


Daily

Any area designated as a dining or eating area will be kept free from spillage and damp mopped.


Daily

Cleaning operations are to be scheduled so that an absolute minimum of lights are to be left on at all times. Upon completion of the cleaning, all lights must be turned off.


Daily

Hand dust all door louvers and ventilating louvers within reach.


Weekly

Dust all base boards.


Weekly

Remove finger marks from all vinyl and painted surfaces near light switches, entrance doors, glass surfaces, etc.


Daily

Dust all lamp shades.


Weekly




General Office Area (cont.):
FREQUENCY OF SERVICE




Move, vacuum and clean underneath all furniture that can be moved.


Weekly

Dust all picture frames, charts and similar hangings which were not reached in nightly cleaning.


Weekly

Dust all vertical surfaces such as wall, partitions, doors and other surfaces not reached in nightly cleaning.


Weekly

Dust exterior of lighting fixtures.


Weekly

Dust all venetian blinds/horizontals.


Bi-Monthly

Dust all air conditioning louvers, grilles, etc. not reached in nightly cleaning.


Weekly

Dust cloth closets, shelving, coat racks, etc.


Monthly

Vacuum draperies where installed.


Twice a year







Restrooms:
FREQUENCY OF SERVICE




Wet mop floors with germicidal detergent and rinse.


Daily

Power scrub.


Monthly

Flush floor drains.


Weekly

Clean and polish mirrors and shelves.


Daily

Clean and polish all bright work.


Daily

Clean all bowls and urinals.

Clean all surfaces of toilets.


Daily

Clean all basins and marble vanities and polish vanities dry.


Daily

Provide and fill toilet tissue holders, soap, sanitary napkin and paper towel dispensers.


Daily

Empty and clean sanitary and waste disposal receptacles and to provide plastic liner in receptacles.


Daily

Replace trash liners.


Weekly or as needed












Restrooms (cont.):
FREQUENCY OF SERVICE




Clean and wash all partitions.


Monthly

Hand dust, clean and wash all tile walls.


Monthly
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